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SUBJECT: RECORDS MANAGEMENT 


Message Text 


1 . IN ORDER FOR FADRC TO PROVIDE SUPPORT AND ACHIEVE 
CONTINUITY WITH THE TAGS/TERMS INDEXING SYSTEM IN USE IN 
FADRC AS WELL AS SEOUL, WE ARE REQUESTING THE POST TO 
PROVIDE THE FOLLOWING FORMAT ON ALL OUTGOING CABLES THAT 
ARE BEING ENTERED IN THE ADS IN SEOUL. 


2. DRAFTING OFFICERS ARE, UPON ASSIGNING TAGS TO THEIR 
OUTGOING CABLE, TO REFER TO THE TAGS/TERM MANUAL AND 
CHOOSE THE TERM THAT BEST DESCRIBES THAT CABLE. THIS TERM 
IS THEN TO BE ENTERED ON THE SUBJECT LINE OF THE CABLE. 


EXAMPLE: TAGS: PINT 

SUBJECT; POLITICAL SUMMARIES: THE WEEK ENDING 
IN SEOUL 


3. IN FORMATTING THE CABLE, THE TERM USED SHOULD BE THE 
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FIRST WORD(S) ON THE SUBJECT LINE. IN CASES WHERE MORE 
THAN ONE TAG IS USED, SELECT THE TAG THAT BEST DESCRIBES 
THE SUBJECT AND THEN REFER TO THE TAGS/TERM MANUAL FOR THE 
PROPER TERM. THE TERM(S) USED SHOULD BE THE SAME TERM POST 
IS USING IN THEIR ADS. 


IT IS TO BE SEPARATED BY COLONS, AFTER THE SUBJECT:. AND 
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BEFORE THE SUBJECT LINE BEGINS. DO NOT PLACE IT ON THE 
TAGS LINE. 

4. IF FURTHER CLARIFICATION IS NEEDED, DO NOT HESITATE 
TO CONTACT FADRC/RM. VANCE 


UNCLASSIFIED 
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